Google 



This is a digital copy of a book that was preserved for general ions on library shelves before il was carefully scanned by Google as part of a project 

to make the world's books discoverable online. 

Il has survived long enough for the copyright to expire and the book to enter the public domain. A public domain book is one that was never subject 

to copyright or whose legal copyright term has expired. Whether a book is in the public domain may vary country to country. Public domain books 

are our gateways to the past, representing a wealth of history, culture and knowledge that's often diflicult to discover. 

Marks, notations and other marginalia present in the original volume will appear in this file - a reminder of this book's long journey from the 

publisher to a library and finally to you. 

Usage guidelines 

Google is proud to partner with libraries to digitize public domain materials and make them widely accessible. Public domain books belong to the 
public and we are merely their custodians. Nevertheless, this work is expensive, so in order to keep providing this resource, we have taken steps to 
prevent abuse by commercial parlies, including placing technical restrictions on automated querying. 
We also ask that you: 

+ Make non-commercial use of the plus We designed Google Book Search for use by individuals, and we request that you use these files for 
personal, non-commercial purposes. 

+ Refrain from automated querying Do not send automated queries of any sort to Google's system: If you are conducting research on machine 
translation, optical character recognition or other areas where access to a large amount of text is helpful, please contact us. We encourage the 
use of public domain materials for these purposes and may be able to help. 

+ Maintain attribution The Google "watermark" you see on each file is essential for informing people about this project and helping them find 
additional materials through Google Book Search. Please do not remove it. 

+ Keep it legal Whatever your use, remember that you are responsible for ensuring that what you are doing is legal. Do not assume that just 
because we believe a b<x>k is in the public domain for users in the United States, that the work is also in the public domain for users in other 

countries. Whether a book is still in copyright varies from country to country, and we can't offer guidance on whether any specific use of 
any specific book is allowed. Please do not assume that a book's appearance in Google Book Search means il can be used in any manner 
anywhere in the world. Copyright infringement liability can be quite severe. 

About Google Book Search 

Google's mission is to organize the world's information and to make it universally accessible and useful. Google Book Search helps readers 
discover the world's hooks while helping authors ami publishers reach new audiences. You can search through I lie lull text of this book on I lie web 
at |http : //books . qooqle . com/| 



L 



I— Accessions . 
1 1— Cataloguing 
III— Cataloguing 
IV— Classification 
V— Administration . 
VI— Reference Books . 
VII— Public Documents 



2 ACCESSIONS 

The accession book may bean ordinary 
blank book, ruled off with the headings 
written in by the librarian, or a book made 
for the purpose may be bought of the 
Library Bureau, Chicago. The smallest 
edition is made for 1,000 volumes, and 
costs $1.00. If a blank book is used, one 
8x10 inches is convenient, and the double 
page is necessary for the complete entry. 
(See opposite page). 

Every book, pamphlet, or volume of a 
set of books, is given an accession number 
and occupies one line. If a book is worn 
out, lost, or withdrawn the fact is noted 
in the columns for remarks. Gifts are en- 
tered as other books except the word 
"gift" is written in the cost column. 
Bound periodicals are entered as other 
books, but cost of subscriptions, and of 
binding are kept elsewhere, in separate 
note books. 



4 ACCESSIONS 

Each book should be marked with the 
name of the Library, on the inside of the 
front cover, either with a printed label, or 
a rubber stamp, in either case a blank 
being left, that the accession number 
may be added. E. g.: 

RICHMOND, MICHIGAN 
PUBLIC SCHOOL LIBRARY 



The accession book is of specific value. 
It is the business ledger. In case of fire 
it is the basis of estimating losses, and 
securing insurance. It is the catalogue 
which answers many purposes, among 
them that of taking account of stock It 
is the most important record book of the 
library. 



a book without an index. 

All questions which must be answered 
in a library fall under three heads: — (1.) 
Have you a book by a certain author? 
(2.) Have you a particular book? 
(3.) What have you on some specific 
subject? The first requires that all books 
be catalogued by authors. The second 
necessitates writing titles of books. The 
third demands the careful examination of 
the books, that each may be entered 
under the general subject class to which 
it belongs, and still further that the 
volume be analyzed and special chapters 



the author; our second by one for the 
title, but the third would not be covered 
by one under the subject of U. S. His- 
tory, and an examination of the chapters 
would at once furnish headings for such 
subjects treated, as Slavery, Banks, Se- 
cession, Reconstruction, etc. 

There are two forms of catalogue — the 
printed catalogue and the card catalogue. 
The former is the most expensive and the 
least useful . A printed catalogue is 
always out of date, and the books which 
it does not catalogue aTe always the 
newest, and often the best on a given sub- 
ject, in the library. Take a library of five 
hundred volumes, prepare a printed cata- 
logue, and $5.00 would be a very conser- 
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vative estimate forthe printer's bill. The 
following year perhaps fifty volumes will 
be added to the library, a printed supple- 
ment would cost at least a dollar, and 
the catalogue would not be in alphabetical 
or classified order. Each year will add to 
the expense and to the inconvenience. A 
card catalogue, on the other hand, has the 
twofold advantage of economy of expense, 
and of always being up to date in one 
alphabet. A card catalogue case, which 
will hold 2000, 4000, or 6000 cards can 
be bought (of the Library Bureau, Chi- 
cago) for $5.00, $8.00 and $12.00 
respectively, and cataloguing cards cost 
$2.25 per thousand. 

The one absolutely essential detail in 
the mechanical part of the catalogue, is 
the use of the standard sized card. This 
is made in various qualities and by 
several library supply houses, but the 
card made by the Library Bureau, Chi- 



Illus. should be added, and if there are 
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is a historical novel, and the author 
card would be written as the Fiske 
card, but this book should be made avail- 
able also under U. S. — History — Colonial, 
and under Pilgrims for subject headings. 
Now let us arrange ourcards. Supposing 
we have catalogued all the books men- 
tioned, we will have in our author cards 
as follows: — 
Austin, Jfine. Standish of Standish; A story of the 

Pilgrims. 
Fiske, John. Critical Period of American history— 

1783-1789. 
Hart, A. B. American History as told by contem- 
poraries. 4 vol. 
Wilson, Woodrow. Division and reunion. Maps. 

If a student comes to look up a topic in 
U. S History, under that subject he will 
find:^ 

U. S. — History. Fiske, John. Critical, period, etc. 
U. S. — History. Hart, A. B. American history, etc. 
U. S. — History. Wilson, Woodrow. Division and 

Austin, Jane. Stand- 
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CHAPTER III 
Cataloguing 

THE cataloguing of books in a library 
implies systematizing their contents 
and thus, bringing together in the cata- 
logue, books and chapters of books, which 
treat of the same subject. In other words, 
it classifies the material at our disposal, 
and makes available the resources of many 
hundred or many thousand books, as an 
index serves to make available the contents 
of one book or one set of books. 

When cataloguing a book, look carefully 
at the title page, and put so much on the 
card as may be necessary to define the 
scope of the book. Often the sub-title is 
absolutely essential. For E. g. : MacDon- 
ald's Select documents, needs the qualifi- 
cation of its sub-title— Illustrative of the 
history of the United States 1776-1861. 
If catalogued under the subject-heading, 
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made under U. S. — History-Colonies, do 
not forget and make an entry under some 
new form, as U. S. — Colonies. If the 
word Bank has been decided on, do not 
enter a book under National banks, but 
rather write a card, National banks see 
Banks, and keep the several references 
on banking together. If uncertain about 
a heading consult your catalogue to 
see if you have already decided on one. 
It is well to leave the cards in the 
books catalogued on one day, to be read 
and verified the next day. If a book is 
uncut, write the word cut on a slip of 
paper and place it in the book, that it 
may not reach the shelf uncut. Having 
carefully re-read the cards, divide them 
into two lots, one the author cards, the 
other the title and subject cards. The 
word author card is used technically to 
stand for main card, that is, the card 



16 SMAT.I. SCHOOL LIBRARIES 

which contains certain specific information 
usually of importance chiefly to the cata- 
loguer, for example : the accession 
number, or a note to state that one vol- 
ume out of a set is lost, or that two vol- 
umes only of a set are as yet published, 
etc., etc. 

Periodicals, cyclopedias, atlases, year 
books of schools and certain reference 
books which are known almost exclusive- 
ly by title are catalogued with the titles 
for the main card, and a regular title 
card is also written to go with the titles 
and subjects. For example, The Edu- 
cational review, Universal cyclopedia, 
Rand, McNally's atlas, Century 
dictionary of names, and the States- 
man's year book — the five most essen- 
tial reference books after Webster's Inter- 
national dictionary— each should have as 
a main or author card, the title of the 
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work, with the name of the editor entered 
on it, if necessary, and also a title card, 
that it may be found in whichever place 
it is looked for. Further, these main- 
title cards are treated alphabetically as 
proper names. The main card for a peri- 
odical would be written as follows: 





Edu 


cational Review 






1900-date 






vol 20-date 






ed. by Butler, Nicholas Mur- 






ray 






over 



The card shows exactly what years and 
what volumes are in the library. The 
word date signifying — to the present time. 

In the case of a periodical, or of any 
work which is published at intervals (gen- 
erally called, Continuations,) it is well to 
write the word over at the bottom of the 
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card, and put the accession numbers on 
the back, opposite the vol. E. g. : 

Vol. 10. 247. 

Vol. 11. 293. 

Vol. 12. 344. 
The same rule would apply to such 
books as the Normal College Year book, 
The School laws of Michigan, Report of 
the Supt. of Public instruction, Report of 
the U. S. Commissioner of Education. 
The cards would be written and alpha- 
betted as follows with the author cards 
already in the catalogue. The word date 
is also entered on these cards, and care 
should be taken that they are kept up to 
date. 

Austin, Jane. Standish of Standish; A story of the 

Pilgrims. 
Century dictionary of names. 
Educational review. 1900— date. Etc. 
Fiske, John. Critical period of American history. 

1783-1789. 
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Hart, A. B. American history as told by contem- 
poraries. 4 vol. 

MacDonald, William. Select documents illustrative 
of the history of the United States. 1776-1861. 

Michigan — Public instruction, Report of the Super- 
intendent. 1897— date . 

Michigan— State Normal College, Year books. 1895 
— date. 9 vol, 

Rand, McNally & Co. Indexed atlas of the world. 

Statesman's Year book. 1900— date. 4 vol. 

U. S. —Education, Bureau of. Report of Commis- 
sioner of Education. 1892— date. 

Universal Cyclopedia. 12 vol. 

Wilson, Woodrow. Division and n 



In the same way the duplicate title card 
for each would be alphabetted into the 
catalogue of titles and subjects. When a 
new volume of a periodical is bound, or a 
new year book or other continuation 
received , it is accessioned , and the 
number of the volume and the accession 
number is added to the card already 
written . 

Do not attempt to make a catalogue 
without some books on library methods. 
For any one who has had little or no ex- 



CHAPTER IV. 
Classification 

THE subject of classification falls into 
two divisions: (1.) The books and 
their contents for the purpose of catalog- 
uing; (2.) The arrangement of books on 
the same subject into groups, for conve- 
nient placing on the shelves. 

The former has already been considered. 
Regarding the latter, books in all libraries 
large or small, public or private, naturally 
fall into much the same arrangement, but 
iu a large library, or a public library, it 
becomes necessary that each book shall 
have some distinctive mark that it may 
easily be replaced on the shelves. We 
place together general reference books, 
books on science, and histories, and lit- 
erature, etc., etc. 

Many systems have been devised for ar- 
ranging and marking books in a logical 
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and scientific manner. The one most in 
use and most simple in its application is 
the Dewey Decimal classification. 

This classification groups all knowledge 
into ten classes: — General Works, Phil- 
osophy, Religion, Sociology, Philology, 
Natural Science, Useful Arts, Fine Arts, 
Literature, History. Each of these classes 
is subdivided into ten, as the Natural 
sciences. — Mathematics, Astronomy, 
Physics, Chemistry, Geology, Paleontol- 
ogy, Biology, Botany, Zoology. These 
again are subdivided, as Mathematics 
into Arithmetic, Algebra, Geometry, etc. 
Of course in a very large library the sub- 
division goes on indefinitely. In a small 
school library many of the numbers would 
not be used in the table of one hundred 
Headings. Before beginning to classify the 
books, decide under which headings the 
library has enough books to make a group, 
and underscore these numbers in the 
table. 



CLASSIFICATION 

DIVISIONS 



000 General Works. 



SrnciAL Metaphysical Topics. 

Philosophic al Systems. 
Mental Faculties. psycho loo v. 



Hodekh Philosophers. 



Natural Thro logy. 

Doctbihal Theol. Dogmatics, 
devotional aht> Practical. 
homiletic. pa stub at.. parochial. 
Church. Institutions, work. 
Religious History. 
Chbjbtian Choechbs and Sects. 
non-Christian Religions. 
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890 Cobtomb. CosToms. FOLOLOBH, 

400 Philology. 

110 COMPARATIVE. 



470 Latin. 

190 Mikok Langoaqeb. 
900 Natural Science. 



DOMESTIC Economy, 
Communication and Cohmebc 
Chemical Tbchnolooy. 
manufactures. 



Snqhaviho. 



800 Literature 



SPANISH. 

Minor Lanquahbh 



SUAJ.J, SCHOOL UBRASISS 



MO GBWllPBV AMD DnacUFTIOK 


WO 




S30 AKCIBHT Hr«TO»Y. 


940 




•MO FJ 




960 | . 




970 j ' 




980 




990 


. OCHAMICA AMD POL«* REGIO 



Taking some of the books we have 
already mentioned in the chapters on 
cataloguing, we would place Austin's, 
Standish of Standish, with American 
literature ; the Century dictionary of names, 
with the General cyclopedias; Educational 
review, with works on Education ; and 
Fiske's Critical period, with N. Ameri- 
can history. Having found from the 
table the number of the group, mark it in 
the book on the inside of the cover under 
the stamp which bas the accession number, 
and place it also in the upper left hand 
corner of each card that is written for the 



•Reprinted from the Decimal 
of the punliihera, Library Boron 
pamphlet with explanation and detail, 



tbe book, as then the number is ready to 
be added at once to the cards. 

The books are now divided into groups — 
and each group has its distinctive mark, 
or number. The next process is to place 
the books on the shelves — First come the 
General reference books, followed by 
those on Philosophy, where probably all 
will be included in the No. 150 Psychol- 
ogy. Under Religion there will perhaps 
be the two divisions 220 Bible, including 
any works relating to the bible, as a con- 
cordance, a life of Christ, or a book of 
bible stories ; and 290 Non-Christian relig- 
ions, where the Greek and Roman myth- 
ology would be placed. 

The general groups being together, the 
books must be placed on the shelves in 
some regular order, and this means 
arranging them alphabetically by the 
author. To this rule there is one exception, 
A biography is alphabetted by the name 
of the person whose life is written, as this 
allows two or more lives of the same 



person to stand side by side, and also in 
many cases by the side of the works of 
which he is the author, as in English 
literature the lives of Addison would 
stand next to the Spectator. 

All individual biography is more useful 
in a reference library (aud all school 
libraries are such) if placed in its own 
group. Lives of American statesmen 
should go into American history. 

There should be no fiction in a school 
library that is not worthy to be classed 
Literature. There are plenty of good 
stirring stories for the boys and girls, by 
such authors as Alcott, Bouvet, Jewett, 
Stockton, Scott, Mark Twain, Stevenson, 
and Mulock, nor shall we bar out Capt. 
King, Henty and Otis — and good 
books for pure enjoyment should make 
a fair percentage of school library books. 

This system of classification has the 
peculiar advantage of expansion through 
placing new books in each group in their 
alphabetical order, on the shelves, in the 
Same manner that new cards are inserted 
in the catalogue. 



CHAPTER V. 

Administration 

UNDER the heading Administration 
will fall such details as, regulations 
for drawing and charging books ; use and 
care of periodicals ; selecting and ordering 
books; and library tools, both mechanical 
and literary. In some of the smaller 
schools the teacher best adapted for the 
work is appointed librarian and given time 
from regular work, or given extra pay (or 
extra work. It is also expedient to select 
one or two of the senior class who are 
usually glad to give their time for the bene- 
fit and the honor of having charge of the 
library during their free class periods. 
Too often the entire work falls on the 
superintendent. 

The smaller the library the greater the 
necessity for allowing all kinds of books 
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to be taken from the room, and also the 
more argent the requirement that they be 
taken at such time only as will not inter- 
fere with their use as needed in the room, 
and that they be returned with absolute 
promptness at the time stated. No book 
should be taken from the library, even for 
a few minutes, by either teacher or 
scholar, without a charge being made. 
The simplest charging system, is the use 
of slips of paper, cut to uniform size — 
about 2x4 inches. Write name of author at 
top, and below, title of book, accession 
number, and sign with" name of person 
drawing the book. These slips should be 
kept in alphabetical order, snapped to- 
gether with a rubber band, convenient for 
immediate reference when a book is wanted 
which is not on the shelves When the 
book is returned the slip is destroyed. It 
is well to add date, and sometimes to note 
length of time the book is to be kept out. 
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An ideal list is published by the Buffalo 
Public Library called Class-room libraries 
for Public schools, and covering the 1st to 
9th grades. The first part is arranged by 
grades, the second part is an author and 
title index in one alphabet, the third is a 
subject index to the graded list. Opening 
at random the following occur: Firemen, 
Flag day, Japan, Pilgrims and puritans, 
Ships and sailors. This catalogue will 
be mailed on receipt of 10 cents. 

Further lists are found in educational 
papers, which with such periodicals as the 
World's work, Outlook, and Review of 
reviews should be read regularly for notices 
of new books. 

Finally, present a book list of exactly 
what is most wanted, and that exactly 
meets the amount of money to be spent. 
Do not send in a $30.00 list, when there 
are but $10.00 to spend, first because it is 
unbusiness like, second because the Board 
will unfailingly cut out the particular 
books you consider most valuable. 
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In a more restricted sense a reference 
book is one to be consulted for definite 
points of information, and is arranged for 
ease in looking up specific facts. Its 
arrangement may be either alphabetical, 
topical, or chronological — and it is pro- 
vided with tables of contents, and with 
indexes, which lead one quickly to the 
information desired. 

The intelligent use of such books de- 
pends very largely on two things: First, 
to quickly sieze on the scope and ar- 
rangement of the work ; second, the 
habitual use of the index. The old joke 
of reading through an encyclopedia fre- 
quently materializes, as in the case of a 
student referred to the Statesman's Year 
Book to find the number of members in 
the House of Commons. The student re- 
turned next day to his teacher saying he 
had read three hours in the book and had 
not found what he wanted. However, the 
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Congress, and of many U. S. and indi- 
vidual state departments. Besides its 
general use for the derivation, definition, 
and pronunciation of words, it is inval- 
uable for its appendix, containing a dic- 
tionary of noted fictitious persons and 
places ; pronouncing gazetteer or geo- 
graphical dictionary ; dictionary of classi- 
cal and foreign words and quotations, etc. ; 
pronouncing biographical dictionary ; and 
other supplementary helps. 

The best cyclopedia for a small school 
library is Johnson's Universal Cyclopedia, 
in 8 volumes, ($48.00). This edition was 
thoroughly revised under the direction of 
C. K. Adams as editor-in-chief, between 
1893-95. A subsequent so-called edition 
extending the work to 12 volumes, under 
the name of Universal Cyclopedia, is not 
a revision, the old plates being used, and 
an appendix being added to each volume, 
giving some later data, which were 



from year to year. 

The International Year Book (published 
by Dodd, $4.00), is a compendium of the 
world's progress and history, with bio- 
graphical studies, particularly of great 
men who have died during the year. This 
should be bought each year.- 

Three smaller books of first importance 
are Champlin's "Young folks' cyclopedia 
of persons and places; ' Young ^folks' 
cyclopedia of common things ; -Young folks' 
cyclopedia of literature and art, (Holt, 
$2.50 each). Their names define their 
scope, and next to Webster's dictionary 
they would be the most useful and avail- 
able reference books for young students. 

Brewer's, The Reader's handbook of 
allusions, references, plots, and stories, 
supplies a mass of information in brief, 
lucid accounts of names and allusions 
which the reader is constantly meeting. 
(Lippiocot, $3.50.) 



Year dook oi tne department 01 Agricul- 
ture, the Compilation of Treaties in force 
in 1899, annual reports of the Civil service 
commission, and the U. S. Consular re- 
ports. 

The reports of the Commissioner of 
Education are of the greatest value to the 
teacher, being a record of educational 
progress and containing papers on special 
subjects, as well as full statistical tables. 
Glancing at the table of contents in the 



document is issued, lor a. g., U. a.— 
Education, Bureau of. Reports of Com- J 

missioner of Education, 1902. One au- 
thor card, of course, is sufficient for the | 
set, the new books being entered on the j 
old card. The subject card would be U. 
S. — Education, as this would bring the 
card in the subject catalogue next others 
on education in the U. S. In some li- 
braries all books on education are entered 
under Education. It is a matter for the 



the town, biographical sketches of prom- 
inent townsmen, dedicatory exercises in 
connection with public buildings, pro- 
grams of entertainments, school com- 
mencements, and exercises. All of these 
are the material from which history is 
written. To keep them is an easy mat- 
ter, if nothing more is done than to pat 
them in a box, with no present attempt at 
classification. One thing is of absolute 
importance in newspaper clippings, write 
the date and name of the paper on the 
margin. Two boxes, one labelled SCHOOL, 
the other labelled with the name of the 
town, would be all the apparatus neces- 
sary to begin a local historical collection, 
which would soon become invaluable, in 
the small school library. 
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